Facilities Work Request
System

User Guide

(for processes inside and outside of Maximo)

Facilities Management & Logistics (FM&L)



Overview

The Facilities Management & Logistics (FM&L) group uses Work Requests as the
primary means to generate work orders for Corrective Maintenance (CM), improvements
(MOD) and Capital Project (CP) work performed at Jefferson Lab facilities. Preventive
Maintenance (PM) work is set up to automatically generate work orders at scheduled
intervals. Maximo (an asset management life cycle and workflow process management
system), along with front-end web applications, is used to create, manage, resolve, and
report on these work requests. The goal of this document is to provide an overview of the
processes available inside and outside of Maximo to accomplish this. The FM&L website
https://www.jlab.org/facilities/facilitieshome has useful resources and fillable forms along
with a "WORK REQUEST SYSTEM” button at the top that you can click on to access the
Work Request selection website (see next page).

FACILITIES MANAGEMENT WORK REQUEST SYSTEM FM WEATHER PAGE

Engineering

Property FACILITIES MANAGEMENT & LOGISTICS

Security e E r E r . r r ro- .
: Facilities Management & Logistics is responsible for performing or Eae:lf-f‘l"'g performance of all Jefferson Lab faci ity maintenancs,

- E e construction, security, property, and faci ity services.
Sustainability ! B

The lab's 206-acre campus includes 189 acres cwned by the U.S. Department of Energy and 37 acres owned by the Southeast

Universities Research Associstion. In addition, the Commonwealth of Virginia owns an 5-acre parcel referred to as the Virginia

Associated Research Campus (VARC) thot the DOE leazes for use in support of the lab.

The lak has 69 DOE-owned buildings (882,990 square feet), two state-leased buildings (37,643 square feet), and two off-site warehouse

leazes (17,549 square feet)

Additicnally, the lak leases office and lab space (11,097 square feet) from the City of Newport Mews located in the Applied Research

Center (ARC), which was censtructed by the City of Newport News adjacent to the lab's campus

Resources Fillable Forms
+ Subcontractor Forms » Leave Request Form
+ Emergency Management » Off Nominal Event Report
» Environment, Health & Safery » Blind Fenetration Fermit
» Hamdy FM Links » Digging/Excavation Fermit
» Key People to Contact = Foreign MNational Infermation Sheet
* [Material Handling Equipment » Generic Security Plan
+ Site Plans = Hot Work Parmit

» Key Request

o Agrial Fhoto » Lost Key Report
@ Master Plan = Relocatable Structures Permit
¢ LIS Postal Suites & Internal Mailstops * Subcontractor Registration
* Utility Outages & After Hours Guard Instructions
* Vehicle Motor & Equipment Procedures # Electrical Job Briefing and Planning Guidelines
+ Yehicle Reservation Procedurs + Electrical Job Briefing and Planning Checklist

« Yehicle Inventory

Nomthar Stati . - N
» Weather Station Facilities Policies and Work Rules
« Walking Trail Magp . .
« Refuse and Recycling » After-Hours Work Events
) - - * ARC Tenants Crientation
o Recycling (posted February 2017 . .
& Electrical Safety
- Electrical Safety
o Paper Materials {print out) - -
l N T = What FM Persannel Should Know
o Glass, Metal, Plastics (print out)
» Delivery and Receiving Route

Work Request/Maximo User Guides

» JLaob Facilities Work Request System Uzer Guide

* JLab Maximo Work Request Systerm Cverview



https://www.jlab.org/facilities/facilitieshome

Create a Work Request Outside of Maximo

< Cc @ G} @ httpsy/misporta Jlab.org/work/index jsf

Privacy and Security Notice

Jefferson Lah > Facilities Management

Work Request System - Customer Connection

Welcome, sippel Home v Work Subcontractor Work SRF Waork
If this is an emergency, please call Security at x5822 or Facilities Management at x7400
For all non-emergency requests, please select one of the following choices, submit the appropriate
information, and your request will be routed to the correct work group by Facilities Management.
Submit Work Request
Property Request | Key Request
Your Open Created Work Orders
Wo Hum Date Reported Status Group Description of Work
414670 [4/8M19 31333 PM APPR FRIM External AC at bldg 89 has blades exposed
414136 | 4319 3:20:53 PM APFPR FmM Water leak coming from ceiling going into the vault
408445 |(3/28M19 9:11:27 AM WSCHWO FMO-5 | Bay door won't clase
399164 [2M2M19 9:11:02 AM FLDWRKCOMP | FMM Data Center Room F112B A/C not cooling - same issue again
389845 ([12M8M8 11:22:44 AN | WMATL FIM Low LCW Supply Pressure alarm
366520 |¥/AME8 25213 PM APFPR FMO-5 | Can hear water pouring inside the wall
Your Open Requests ‘
Ticket ID Date Rported Status Description of VWork
?0510 4/8M9 31333 PM WORKING | External AC at bldg 89 has blades exposed
?0453 4/3M9 3:20:53 PM WORKING | Water leak coming from ceiling going into the vault
Ed7ozes | 2128010 9:11:27 AW WORKING | Bay door won't close
?0145 AM5M191:10:43 PM WORKING | Key Request Form: 83663
ﬂ59545 2M2M19 2:11:02 AM WORKING | Data Center Room F112B A/C not cooling - same issue again
Egguu 1M7M9 2:29:48 PM WORKING | Portable heater needed for GTS control room
ﬂﬁgggg 121818 11:22:44 AM WORKING | Low LCW Supply Pressure alarm
55?23 7518 25213 PM WORKING | Can hear water pouring inside the wall

This website can also be accessed here: https://misportal.jlab.org/work/index.jsf. Select
“Submit Work Request” for facilities maintenance related issues, “Property Request” to
relocate/transfer/excess a property item, or “Key Request” for a new key. Your open
requests and work orders are displayed at the bottom of the page.
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Facilities Management & Logistics Website

FACILITIES MANAGEMENT WORK REQUEST SYSTEM FM WEATHER PAGE

Engineering

Property FACILITIES MANAGEMENT & LOGISTICS

Securit - . P 0 [ -
b Facilities Management & Logistics is responsible for perferming or specifying performance of all Jefferson Lab facility maintenance,

N construction, security, property, and facility services.
Sustainability e ¥, Propery, bl
The lak's 206-acre campus includes 169 acres owned by the U.5. Department of Energy and 37 acres owned by the Southeast
Universities Research Associstion. In addition, the Commenwealth of Virginia ewns an 5-acre parcel referred to as the Virginia

Associoted Research Campus (VARC) that the DOE lesses for use in support of the lab.

The lak has 69 DOE-owned buildings (882,990 square feet), two state-leased buildings (37,643 square feet), and two off-site warehouse

leases (17,549 square fest)

Additionally, the lak leases office and lab space (11,097 square feet) from the City of Newport Mews located in the Applied Research
Center (ARC), which was constructed by the City of Newport News adjacent to the lab's campus.

Resources Fillable Forms
+ Subcontractor Forms # Leave Request Form
» Emargency Managemeant » Off Nominal Event Report
+ Envircnment, Health & + Blind Penetration Permit
» Handy FM Links » Digging/Excavation Fermit
= Key People to Contact * Foreign National Information Sheet
* Meterial Handling Equipmeant » Generic Security Plan
+ Site Plans * Hot Work Permit

» Key Request

o Aerial Photo ® Lost Key Report

o Master Plan * Relocatable Structures Permit
* US Postal Suites & Internal Mailstops * Subcontractor Registration
¢ Utility Outages » After-Hours Guard Instructions
* Vehicle Motor & Equipment Procedures * Electrical Jok Briefing and Planning Guidelines
* Vehicle Reservation Procedure » Electrical Job Briefing and Planning Checklist
» Vehicle Inventory
» Weather Station Facilities Policies and Work Rules

» Walking Trail Map .-ﬁ .
+ Refuse and Recycling » After-Hours Work Events
- - - * ARC Tenants Orientation
Qa HEC}'J ng (posted February 2017) .
* Electrical Safety

a Paper Materials (print out)
* WWhat FM Personnel Should Know

@ Glass, Metal, Plastics (print out)

+ Delivery and Receiving Route

Work Request/Maximo User Guides

» JLob Fecilities Work Request System User Guide
» JLab Maximo Work Request System Overview

Go back to the FM&L website - https://www.jlab.org/facilities/facilitieshome, then click on
“Handy FM Links” (shown on next page). It provides more useful links separated into groups
for specialized needs.



https://www.jlab.org/facilities/facilitieshome

Access to Maximo from the Facilities Handy Links

FACILITIES MANAGEMENT
Enginesring

Property

Security

Sustainebility

Feedback

Questions, Suggestions &

Feedback (intermal only}

Website

WORK REQUEST SYSTEM FM WEATHER PAGE

FACILITIES HANDY LINKS

The Lab

Staff Search

SAD Calendar
Computer Center CCPR
Insight / Timesheet
Stockroom
Training/JList

Atiis

JLab Drawings

Rad Worker Training

Facilities Management

My Work Orders in Maximo:

{Lirvitad access)

JLab Phonebock

Accelerater Schedule
Compurer Center Services
MIS Agps / Regs

ES&H Manua!

Admin Manua

Outage Managsment System
Event Investigation Process

SharePcint Home *NEW*

utside of Maximo

Work Orders - Subcontractor Connection

Basic Site Plan

n

All Staff Memos
sfeteria Menu

Telecommunications

Business Servicas

ES&H Manual Ferms

Procurement

Safety Observations

Snow Removal Plan

Facilities Information Center

Custom Work Order Search

Upcoming PMs for Group

roup, start/end detes to view upcoming P

layers not supportad in some browsers; use Adcbe Reader or BlueBeam)

TRs

Your Pending Registrations to Sign {click on Entry ID &, zcroll down, hit "Sign”, hit back arow to repest)

Helpful TR Links

{subcontractor registration, training, and TR procedures)
Expired Training

ichooza contract(s

Subceontractor Report

‘C}‘:':':E subcontractor(z) ana active/mactive Just stetus)
Course Report by Subcontractor

{choose subcontractor(s), contract]s), and/or skifiz,

Individual Training Status Report

Design, Construction and Project Management
Procedures

TR Report

(chooze TR name to lizt active subcontractors by contract]

Project Report

(chooze projectis])

Subceontractor Badge Status Report
chooze contract{s)]

Subcontractor Training Taken or Reguired

(choosa subcontractor(s) andfor contract{s))

Foreign National Centractors Report

(click on a link)

From this website, you can click on the "My Work Orders In Maximo” link. Unless you
have already logged into Maximo, you will be prompted to enter your Maximo user name
and password before Maximo will display the Start Center page.




Maximo Start Center

Your Work Group tab

Welcome, Linda : ! Buleins:{0) A GoTo [Repas B StartCenter A Pnfle * SignOut 7He

Fil-Admin EAC\UTIESIANAGEIleNT

(i Change ContentLayout G Display Settings 0§ Create New Template J§ Modify Existng Template U3 Update Start Conter

Favorite Applicatians Pending Service Requests -/ Fer . [4 #

AecedUser — OunerGroun  ReporsdDale  SeniceRequest  Sfatis  Summa TatetFinish

Senice Requasts I:| I:| D D |:| D D
T Tinalenetee  FMENG AN T PENDING 3 swing gates needed for fied ESR1 ladders B3 1200 AN
Tnalenefee M B9 343N TO0M70 PENDING  Relocate eyewash I AN

(VOGRS ol WEE VORGP lorandeticminonbelimasofextdeioteMCiedorom AAVRAOM

P Li /24 $et Chart Ootions 1-3af3
LastRu 4819307 Pl Updte lySenvice Request-accepdbyme 7t @y G4 # 293
Sats AP el Taret - Verance. (yngr roup Senice Request Sl Summa Supenison Tagei Firsh
b Poning Il euests o | (] [] [] [] (]
L iy WORKNG Supplemental Hater Needed A 1231 12000
. S8t Chrt Opions 110l
My Workorders - ither lead or owner | #Fter | | [3 # /2§
Descriion ead Senice Request  Sfatus TaigetFinish Vendar Work Group ~ Wark Order

L] N O I O I B A

Training Hours for Facities Management Staff FY'1 Bob Sperlazza APRR A5049 1200 AW 0 31m
HNon-Project specific Project Meefings and Events FY* Bob Speriazza AP 200AN 0 3R

St oo ot

The Maximo Start Center will automatically load the Work Requests — known as Service
Requests in Maximo - for your work group.

View the “"Pending Service Requests” section at the top of the page and click on a row
to access the service request details as shown on the next page.

You can exit out of Maximo at any time by clicking on the “Sign Out” link in the top right
corner of the dark blue bar, which is always visible in every Maximo application.




Accept Service Request and Create Work Order

Route
Workflow

Service Requests ! Bulleting:(0)  GoTo [ Reports # StatCenter 2 Profile » SignOut ? Help
iR O ol

pululs I'IH’

Query B Find Senice Request | gn Select Adtion B 1] 2 | ‘”:‘u | 6?-9 | ENE
L
SeviceRequest | Log | Specficaons | RessonsTab | SeniceAddress | Map 5

% PRINTING: Plzase disable any pop-up blockers. You WILL NOT be able to print reports if pop-ups are being blocked.

To print, use paper icon for the type of printout you want n light blue toolbar. Once new windowitab opens with print version of report, press the print icon in the light blue toolbar again.
You will see & box asking for the print format. Select pdf or report will not output correctly.
Once pdfversion opens, either follow dialog or press the printican in the pdf toolbar.

Senice Request | 70505 Owner/Supenisor y: i Owner Group  FHIML Staius  PENDING Atachments &

B Manual Input

Senvice Address » City
Formatied Address State/Province #
Street Address

@Accept request and create workorder
ODefer Senice Request
Ocancel Senice Request i

ReportedBy 26425 OReassign Senice Requast To New Group Afeced Person 28429

Name Carroll Jones Name Caroll Jones
Wemo
Phone 7672 Phong 7672
E-mail jonesc@jlab.org E-mail jonesc@jlab.org
4 OK Cancel L
Summary  Replace Hall C Honeywell XL100CU Controller ] Classification  FM\FMIYMECH |\ HVAC \HVACR »
Configuration ltem » a Description  Mechanical: HUAC : Repairlilaintenance p
Target Description 7| Reported Priority 1 Low
Details - REPLACE HALL C HONEYWELL XL100CU CONTROLLER - SEE QUOTE FOR CONTROLLER # 954-0320019dr (52882.05) Internal Priority 14
Create WO Options  CHILD pe
-EHES Considerations - Asset » 8
-Minimum Access Training Requirements: Rad Warker 1, ODH 1 )
-Other Requirements or Special Conditions: Lock & Tag System(s) [Controls elecirical power is 24 valts] Location 96 » Experimental Hall C d
-Other EH&S requirements: Work must be completed during upcoming Accelerator Maintenance Period to access controller
-Project FMOMG
- Org: FMM
| oFery Fiie 4ie0-00f0 [ =
WoNum # Status Total Cost
There are no rows to displa

Before the service request is accepted, its status is set to "Pending”.

Click on the "Route Workflow"” process at the top in the light blue bar to accept the service
request and create a work order. The service request status will change from “Pending” to
“Working”, its information will be copied to the work order upon creation, and you will
become the owner of both. The next page shows how to access the created work order
from the service request.




Access a Work Order from a Service Request

Service Requests

NemekRequestE. Find Senice Request | gy 5 |Select Action B2 ee ‘ &) ‘ liéd ‘ é‘ ]

Senvice Request I Log | Specifications | Reasons Tab | Senice Address | Wap ‘ 2

78 PRINTING: Please disable any pop-up blockers. You WILL NOT be able to print reports if pop-ups are being blocked.

To print, use paper icon for the type of printout you want in light blue toolbar. Once new window/tab opens with printversion of report, press the printicon in the light blue toolbar again.
You will see a box asking for the print format. Select pdf or report will not output correctly.
Once pdfversion opens, efther follow dialeg or press the print icon in the pdftoolbar.

Senvice Request 69524 Owner/Supervisar Fel ] Owner Group | FME Status  WORKING Aftachments &'

Senice Address City
Formatted Address StateiProvince »

Street Address

Reported By 15221 | Affected Person 19221 5
Name Paul Powers » Name  Paul Powers
Phone 7258 Phone 7258
E-mail  powersp@jlab.org E-mail  powersp@jlab.org
Service Request Details =
Summary  Work by the Facilies LV Tech B Classification FM\FMI\ELECTRIC| ACCESS | ACCESSR »
Configuration tem » ] Description  Access Control : RepairMaintenance Fel
Target Description @ Reported Priority 1 Low
Detalls  This covers hours of work that should be done by the technician for Access Control and security thatis being done by electiicians Internal Priority 1|10

and engineers. i
Create WO Options  CHILD Fel

- Schedule Considerations -

) Asset » a

-Explanation: Collecting hours for end of year reporting
Location  COMM ¥ Communications Distribution »J
-EH&S Consideralions -
-Minimum Access Training Requirements: Rad Worker 1, 0DH 1
-Dther Requirsments or Special Condtions: Lock & Tag System(s) [Electrical Related Work Orders * i L4 =
Wo Num * Status Total Cost

- Project D
_org ISEL < WHATL 1,081.40

‘ # GoTo Work Order Tracking i
Work Order Tracking - SRF
Work Order Tracking orig

Mulfiple Assets,Locations and Cls  *
Jjavascript: toplLevelMenus['shared .menuClick({"id":"hyperlinkd_wotrack',"te...q", "value":"hyperlink)_wotrack", "target":" mainrec_menus","event":"click"}); Sequence Mark Progress?

Now that the service request has been accepted and its status set to “Working”, you can
click on the double right arrows beside the Work Order # in the lower right to access
the work order.




Search for a Service Request

7 Sevice Requests ’wans;(ﬂ] #GoTo [nReports # StarConter APmfle  SinOut 7 Help
: 1 O X

I — — N
E\J v FodSeticsRees | g (i M g ‘M i \LJ

\V/4

V
i Advnced Search g S Quey 7 Buokmar
R YRR i
Senice Request ¢ Stmmary  Reported By Name Repored Date Priorty Status Oiingr Qumer Grol
’ »

Tofnd recards, use the it fiekds and then press Enter Far mare serch apfions, use he Advanced Search buton. To enter 2 newrecord, select e nserticon in e foolbar

Click on “Start Center” at the top right in the dark blue bar. Then click on the “Service
Requests” link on the left side panel. The Service Request search screen will be displayed
as shown above. Type in key word(s) in any of the blank fields and press “Enter” or click
on “"Advanced Search” and type in key word(s) in the blank fields, click on the double
right arrows to select values, and/or select key word(s) using the magnifying glass
symbols. Then click on the “Find” button.

The resulting search list will display how many items were found and let you see 20 items
per page by clicking on the left and right arrows in the medium blue bar. You can also
download the list to an excel file for easier searching by clicking on the "Download” link
on the right side of the medium bar.

Sort the list by clicking on any of the underlined field headings. Hover over a service

request number to see an underline appear under it. Click on it to access the service request
contents.




Add Information to a Work Order Outside of Maximo

FACILITIES MANAGEMENT WORK REQUEST SYSTEM FM WEATHER PAGE

Engineering
Property FAC”.ITIES HANDY LINKS

Security

The Lab

Sustainebility

Staff Search JLab Phonebook All Staff Memos
Feedback SAD Calendar Accelerater Schedule Cafeteria Menu
Questions, Suagestions & Computer Center CCPR Computer Center Services Telecommunications
Feedback (intemal only} Insight / Timesheet MIS Agps / Regs Business Senvices

Stockroom ES&H Manual ES&H Manual Ferms

Training/JList Admin Manua Procurement

Atlis QOutage Management System Safety Observations

JLsb Drawings Event Investigation Process Snow Removal Plan

Rad Weorker Training SharePcint Home *NEW*

Facilities Management
My Work Orders in Maximo | My Work Orders outside of Maximo Information Center
Linited access)
Work Orders - Subcontractor Connection Custom Werk Order Search

S Upcoming PMs for Group
Basic Site Plan 9 5

group, start/end detes to view upcoming PM

laymre ported in zome browzers; use Adcke Resder or BlusBeam

releeze and due datas)

TRs

Your Pending Registrations to Sign {click on Entry ID #, scroll down, hit "Sign”, hit back arow to repest)
Helpful TR Links TR Report

{subcontractor registration, training, and TR prececures (chooze TR name to list active subcontractors by contract)

Expired Training Project Report

(chooze projectis]

Subcentractor Badge Status Report

JLizt stetus) cho cntract{s]

Subceontractor Training Taken or Reguired

(cho

e subcpntractors) and/or contract{s})

ual Training Status Report Foreign National Contractors Report

chooze namelz) (click on & link

Design, Construction and Project Management
Procedures

Go back to https://www.jlab.org/facilities/handylinks, then click on the "WORK REQUEST
SYSTEM” button at the top of the page or click on the "My Work Orders outside of
Maximo” link. This will allow you to easily see your open work orders without logging into
Maximo to search for them. See the following pages for details.



https://www.jlab.org/facilities/handylinks

Access Your Work Requests Outside of Maximo

Privacy and Security Notice

Jefierson Lah - Facilities Management

Work Request Systemlyistomer Connection

Welcome, sippel Home My Work Subcontractor Work SRF Waork

If this is an emergency, please call Security at x5822 or Facilities Management at x7400

For all non-emergency requests, please select one of the following choices, submit the appropriate
infarmation, and your request will be routed to the correct work group by Facilities Management.

Submit Work Request
Property Request ll Key Request

Your Open Created Work Orders

Wo Num Date Reported Status Group Description of Work

414136 | 4/3M18 3:20:53 PM APPR Fram Water leak coming from ceiling going into the vault

414121 | 4319121425 PM APPR FMO-P | Water pouring through light fixture onto electrical equipment
408445 | 3/28M19 9:11:27 AM WSCHWO FMO-5 | Bay door won't close

399164 | 21219 9:11:02 AM FLOWRKCOMP | FRR Diata Center Room F1128 A/C not cooling - same issue again
389845 |12M8M8 11:22:44 AM | WMATL Fm Low LCW Supply Pressure alarm

A66520 | 7/AM8 25213 PM APPR FMO-3 | Can hear water pouring inside the wall

Your Open Requests

Ticket ID Date Reported Status Description of Work
M 41319 3:20:53 PM WORKING | Water leak coming from ceiling going into the vault
m 4319 12:14:25 PM WORKING | Water pouring through light fixture onto electrical equipment
m 2819 911:27 AM WORKIMNG | Bay doorwon't close
M AM5M19 1:10:43 PM WORKING | Key Request Form: 83663
EM 2M2M9 2:11:02 AM WORKING | Data Center Room F112B A'C not cooling - same issue again
m 1719 2:29:48 FM WORKIMNG | Portable heater needed for GTS control room
ﬂm 12M8M8 11:22:44 AM WORKING | Low LCW Supply Pressure alarm
m 7518 25213 PM WORKING | Can hear water pouring inside the wall

Click on the "My Work” link at the top of the page to list your open work orders (see next
page).
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List Your Open Work Orders Outside of Maximo

The "My Work"” screen lets you fill in/select items in the search boxes. Hold down the “Ctrl”
key and press the left mouse button to choose multiple items in a selection box. Hit the
“Search” button to display the results. Hit the “"Reset” button to clear out the search items.
Once you perform a search, you can save your search results by clicking on the “Save
Search Results” link below these buttons and reload them at any time later using the “Load
Saved Search” link in the left grey panel.

MENU: © FACILITIES WORK ORDER TRACKING
Search Workorders
[Load Saved Search] Use the following fields to search for workorders
Waork Request Home
Wo # \ |
Provide Feedback Parent Wo # ‘ |
Lead | "|
Owner | V|
Requester ‘
]
ALLFM
Group FM
FME
~
APPR
Status WPCOND
CAN v
M
CM
Work Type CMGT
|
Location \ \

Subcontractor

Target Finish Date \ |

Description ‘

‘ Search H Reset‘

Save Search Results (will reload search)
Download Search Results To Excel

Click on the "Download Search Results to Excel” link to create an excel spreadsheet of
the search results.
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Select a Work Order Outside of Maximo

Here is an example search with the results displayed at the bottom of the screen:

MENU: © FACILITIES WORK ORDER TRACKING

Use the following fields to search for workorders

Wo# 1]
Parent Wo # :l
Lead
Owner
Requester [ ]
e
Group =g
r—|
Status WPCOND
CAN v
A
Work Type cueT
o Y

Subcontractor
Target Finish Date |:|

Description |

Save Search Results (will reload search)
Download Search Results To Excel

Show |25 |« | entries Fiter By:

Work
Wo# SR# Parent Description Group Status "r‘fpe Lead Owner Location Asset

EdR 39855 6333: Fepalr Meser FME WSCH M Frlllip o Experimenial Hall C

Stanlkey Riesback Flloor 1 (989 1

Each of the columns can be sorted. The “Filter By:” box can be used to further narrow down
search results, but these results are not able to be included in the “"Download Search
Results to Excel” link.

Click on the “+" at the left of each work order to see the work order details. Click on the
“Edit” link beside each to open in another window tab. It will display a screen to fill in/select
items in the search boxes. Fields without boxes are not changeable. If you need one of
these fields changed (ie: Target Finish Date), contact you supervisor/work coordinator to
have them update it in Maximo. See next page for edit screen info.
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View/Update Work Order Outside of Maximo
= FACILITIES WORK ORDER TRACKING

Go Back/Close

Print
WO 399863 Description |Re;si,;.,|m,
Date Reported: 2/28/2019
Work Type CM
Target Finish Date: 9/30/2020
Crww John Riesbed:
Requester: Jason Willoughby - 5372 ner ! =
Lead Fhillip Stanley
Assat |

Group FME
Category

|Elecx'ical : Power : RepainMaintenance
Vendor Location B ]
> Location Percentage

Multiple Locations
et e T

Lbs Refrig Added
g l:l Material Cost l:l Labor Hrs l:l
Lbs Refrig Recovered
l:l Material Desc | | Labor Description |
Description reading voltages. Check fuses/CPT. Must be coordinated with Jog A -
. . o - Material Vendor | v | Labor Date 2
Beaufait during a down in Hall C.
Communication Log Entry
- EH&S Considerations -
-Minimum Access Training Requirements: Gert
-Other Requirements or Special Conditions: Mone
- Projedt: v
- Org:
Attachments
Add New Attachment
Browse... | Mo file selected.
Save
Labor Materials
Labor Cost | Laborer Date Craft [HRS |Labor Desc MaterialiService Cost | Material Desc | Entered Ey|
$30.59 FSTANLEY| 1/22/2020 | SHOP (1.0 [looked over work gathered fuse to replace one that was blown, waiting till shutdown/pm
530.59 DUNLAP 172272020 | SHOP | 1.0 |locked over work gathered fuse to replace one that was blown, waiting till shutdown/pm
Log Entries Multiple Locations
Create Date | Type Commenter | Comment |Lccaticn|F‘ercentage|
1/22/2020 |CLIENTHOTE|PSTANLEY |work to date

You can attach documents, add or update an asset, vendor, refrigerant information,

location, work type and work category, add multiple locations and change the work order
status per your group’s workflow procedures.

You can add material costs, labor hours, and log entries. Once saved, they will display

lower on the page along with previous entries. If there are child work orders, they will
be displayed at the bottom of the page.

Hit the “"Save” button to save your changes. Click on the "Go Back/Close” link at the
top left corner to exit and remove this window tab. Click on “Print” to display a print

screen where you can left click on the upper right horizontal = bars to select the
print menu option.
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Add Information to a Work Order in Maximo

FACILITIES MANAGEMENT WORK REQUEST SYSTEM FM WEATHER PAGE

Engineering

Operations & Maintenance FAC' LlTl ES H AN DY LI N KS

Property
The Lab
Security
Stoff Search JLak Phonebook All Staff Mames
Sustainability L
SAD Calendar Accelerstor Schedule Cafeteria Menu
Computer Center CCPR Computer Center Services Telecommunications
Insight / Timeshest MIS Apps [ Regs Business Services
Stockroom ES&H Manual EH&S Manual Forms
Training/JList Admin Manual Procurement
Ailis Outage Management System Sufe:y CObservations
JLab Drawings Event Investigation Frocess Snow Removal Plan

Facilitizs Management

My Work Orders Facilities Information Center

[FM Staff Connection)

Work Orders - Subcontrastor Connection Facilities PMs, Projects' Milestones
Basic Site Plan Upcoming PMs far Group
{layers not supported in some browsers; use Adobe [select group, start/end dates to view upcoming P
Reader or BlusBeam) relemse and dus dates)

SOTRs
Links for SOTRs 50TR Report
(subcontractor registration, training, and SOTR procedures) (choose SOTR to list active subcontractors by contract)
Expired Training Project Report
(choose contract(s) (choose projects])
Subcontractor Report Subcontractor Badge Status Report
|choose subcontractoris) and active/insctive JList status) (choose contract(s])
Course Report by Subcontractor Subcontractor Training Taken or Required
{choose subcontractoris), contract{s), and/or skill{s]] [choose subcontractor]s) andfor contract(s])
Individual Training Status Report Foreign Naticnal Contractors Report
{choose named{s)] iclick on a k)

Go back to https://www.jlab.org/facilities/handylinks, then click on the "My Work Orders”
link. If not already logged in, you will then be prompted to enter your Maximo username
and password.
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Access Work Orders in Maximo

FMl-Admin | FACILITIES MANAGENENT
1§ Change ContentLayout G Display Seftings ‘08 Create New Template 48 Modiy Existing Template g Update Start Center
Favorite Applications Pending Service Requests 7ter gy (4 #
AffactedUser  OwnerGroup  Reported Date Senice Request  Stafus Summary TargetFinish
Senice Requests D l:l D D D D D
TinaMenefee  FMENG 449 231 041 PENDING 3 swing oates needed for fixed ESR 1 ladders 4A8M91200 AN
TinaMenfee  FM B9 TAIPN T0IT0 PENDING ~ Relocate eyewash INMNZO0AN
! ‘
Motk O Tracing Tnalenelee  RENG  JIMOTZON  TOST PENDING. Noroom detfication onte Ml maps orhe actval door o the ARC Bevatr room Y9200
KPI List Sef Chart Options 1-30f3
My Service Requests - accepted by me | /Fier g4\ | (4 #
Cwngr Grou Senice Reguest Stafus Summary Supenisar Target Finish
FUM 64197 WORKING Supplemental Heater Needed 360801 23181200 AW
Sef Chart Options 1-10M1
My Workorders - Either lead or owner | vfiter g | | (4 #
Description Lead Senice Request  Sfatus Tarqet Finish \endor WorkGroup ~ Work Order
Training Hours for Facilties Management Staff FY19 Bob Sperlazza APPR 93049 12:00 AW Fio 11909
Non-Project specific Project Mestings and Events FY'19 Bob Sperlazza APPR 913019 12:00 AW o 79082
Sef Chart Options 1-20f2

The Maximo Start Center will automatically load the Service Requests at the top along
with the open work orders lower down for your work group. You can either select a work
order from the work order list which will directly open the work order edit screen or select
the “Work Order Tracking” link on the left. The Work Order search screen will then be

displayed as shown on the next page.
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Entering the Work Order # in Maximo

% Work Order Tracking ! Bullefins(0) A GoTo [LReports # StatCenter & Profle ¥ SignOut 7 Help

Ouery F““j'f'J"JF*:Or‘jEF AV SelecAdion E 4 ‘ v e B ‘ 333
fAdnced Search © S Query ¢ o Bookmarks
Ry Db  Downksd ®
Work Order R# Descripfion~ Lacation Prigrdy Wark Group Work Type (wner Lead WO Status Target Finish SR Stalus
| ¥ » # ¥ i

Tofind recards, use the fiter fields and then press Enter. For more search aptions, use the Advanced Search button. To enter 2 new record, selectine Inserticonin the toolbar

In the box marked “"Work Order” - you can type in a specific work order number to edit.
You can also type in any of the other blank fields or click on the "Advanced Search” link
to specify other search criteria.

Press the "Enter” key to see the work order search results listings displayed as shown
on the following page.
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Selecting the Work Order # in Maximo

! Bulltins:{0) #GoTo ltReports W StarCenter & Frofle ¥ SignOut 7 Help

= Work Order Tracking

Ouery Find'."‘."nrkomer Ay StAden M 4 ‘ Wvo ‘ il ‘ FRERF
f Advanced Search +  SaveQuey o/ Bookmarls
D yPters@y o ldste ol et-tofty ", Donlosd
Work Order R# Dascription Location Priarity Wark Group Work Tipe Owiner Lead WO Statug TargetFinish SR Status
1Te4e7 ¥ » pe ’ [}
176481 53266 Penetrafion Leak Repair 089 1 FIENG cp EdWinslow Ed Winslow APFR A0 1040 AN WORKING -i

Click on the work order number to open the work order. A "Work Order” tab with work
order details will be displayed along with other tabs at the top available for additional
information to be entered as shown on the following pages.

Click on "List View" to exit the work order and display the work order search results listings
again.
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“Work Order” Tab in Maximo

T, E FdWarkorter | g Salect Action Mg .2

v @lia | JG G
WokOrer | Plans | Acuds | Log | Reasons | Assignmenls | SeniceAddiess | Wap “

3 Please ither ¢ lad orvendor to assign this workorderto. Be sure to hitthe save button in the menu bar afier making edits.

"
al

0p-up blockers, You WILL NOT be ableto printreports i pop-ups are being blocked.

r the type of printout you want in light blue toolbar. Once new windowitab opens with print version of report, press the printicon in the light blue toalbar again
for the print format, Select pdf or report will not output correctly.
ither follow dialog or prass the printicanin the pdf toolbar

Work Order 178487 4 hssetLocation Priarity
Location 999 35 Accelerator Tunnel d Priority 1 4 Low
Asset » d Priority Justfication |
Parent WO » Risk Assessment
Classficaion  FM\FMI\ARCHIT\STRUC18TRUCR » -
Class Description  Repairaintenance ye Atachments &
Detalls  Parent work order to repair leaking penetrations at stations 26+81, WO Status  APPR

25496 (both wave guide) and 7+56 that just needs to be reinjected.
Status Date 11119115 10:59 Al

- Schedule Considerations -
WorkType  CP
-Explaination: Complex project. Design over the winter with execution in " ‘
summer'16 SAD Class \WORKORDEF
Originating Record 53266 ™
- EH&S Considerations - OrigRecordType SR §
-Minimum Access Training Requirements: Rad Worker 1, 00H 1, 0DH 2
-Qther Requirements or Special Condiians; Wark »5 Ft abave ground SR Status WORKING
Work Group  FMENG »
Owner 11753 % EdWinslow d
Reported By  EdWinglow " Lead 11733 % EdWinslow ]
Vendor »

Reported By Location  28_1.73
Reported Date  11119/1510:54 AW B
OnBehalfOf  Ed Winslow »
Phone 7316 Task Qrder

OnBehatOflocaion 28_173 ko | v
Payment Basis \1|

Complete safety checklist Refiigerant Added Amt

Review completed safety checklist Refrigerant Type M

Refrigerant Recovered Amt

NeedReassign? | |

Estimated Cost
Contract » d
Craft >

The “Work Order” tab provides most of the information needed to identify the work being
done and who is working on it, including the title, description, location, status, work type,
work group, owner, and lead. At the bottom is a summary of PO and PR line items and
totals from the “Actuals” tab.

The other tabs we use are: Plans, Actuals, and Log. Click on “"Plans” to add child work
orders if this work order is a parent project (CP) work order. Click on “Actuals” to add the
PO and PR line items, labor hours, and/or materials costs. Click on “"Log” to add log entries
describing the work performed, issues, delays, etc. See the following pages for further
details on these tabs.
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“Plans” Tab in Maximo

[aen @Fi\ % Ay [secicton {2 GvOIE|l.)3E
LU | Work Order Plans Actuals Log Reasons Assignments Senvice Address Wap
Wark Order 374235 Building 89 Renovation| =) St JLABSTE Status | COMP
Parent WO »
| ey 104 plet-30i38 * , Downlpad | - |
Sequence Record * 0rd Class Summary Lead Display Name Locafion Asset Status
) WEB » 9 Renovation (4 Design) ] 19423 » Christine Snefter 89 » » Coup {:1 i
b WER » 8 Renovaton (CH AE] g W » ThomasRenm 8 » » o cowe il |
b W7 WORKORDER  89Renovafion (Conshucton] g W » ThomasRenm 8 » » o cowe il |
Select Assets Select Locations SelectWork Orders Hew Row
15 1% #1%0-00i0%
Sequence + Task * Summary Estimated Duration Status Quwner Qwner Group
There are no rows to display.
Labor Iaterials Senices Tools
L oFlers 1004 o ieD-0af0s (¥ i
Task  CrewType Craft Skill Level Vendor Quantity Labor Crew Reqular Hours Rate Line Cost

There are no rows to display.

Select Crew Type Select Craft New Row

The “Plans” tab allows you to create child work orders linked to the current work order
(parent) by clicking on the "New Row” button at the bottom right side of this section
(Children of Work Order ...). As you create the child work order(s), click on the “Save”
symbol 3 atthe top in the light blue bar.

Click on the double right arrows to the right of each child work order # to open
them. Child work orders can have the following work types: CMGT (Construction
Management), CONST (Construction), DSGN (Design), SOW (Scope of Work), and STDY
(Study). Be sure to set the work group and child work order owner and lead as well. Press
the “"Return” button at the top right corner to return to the parent work order.
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“Actuals” Tab in Maximo

C— ) . A N R AR AR

Work Order Plans Actuals Log Reasons Senice Address Map
Work Order 178487 Penetration Leak Repail + Site  JLABSTE1 Status  APPR
Parent W0 »
I Fiters foil# ,let-d0i4 / Download
ltem Description Line Cost Required Date Order Date PO Company Status
PROVIDE LABOR, GROUT PUMP AND 300.00 41916 14A0505322-0 DGSPAI APPR
FABRICATE MOCK UP FOR 6,768.00 1618 13A0753355-0 SHOREL APPR
BASIC ORDERING AGREEMENT FOR 128999 111518 19-M0198-0 DGSPAI APPR
PROVIDE LABOR AND EQUIFMENT TO 975.00 w7 14A0505408-0 DGSPAI APPR
PO Total 9,332.99
I Fiters I0[# j]l®1-50f8, Download
Item Description Line Cost Required Date’ PO PR Company Status
300.00 14A0505322-0 362862 D
975.00 14A0505409-0 370985 D
320.00 CC-376036 376036 E
- 140.00 376036 E
1 4,500.00 13A0753355-0 380826 D
PR Total 14,503.00
Actual Labor Cost 8,543.06 Actual Material Cost 2,030.35 PO Cost 9,332.99 Total Cost 19,906.40
© - Fiter » ol - 0-00f0
| oFilers {2} | 0-00f0 =
Sequence = Task + Summary Estimated Duration  Status
New Row
Labor Materials Senices Tools
| Flers 514 ;l®1-50f8 , Download |
Labor Name Regular Hours Memo Approved?
» MEIER » Todd Meier ] 100:00 I I |
b WINSLOW » Ed Winslow 3 200 more discussion i) a
»  WINSLOW » Ed Winslow ] 2:00 meeting, tunnel visit i) a
»  WINSLOW » Ed Winslow ] 50:00 research and experimentation [ f[
» WINSLOW Ed Winslow ] 400 178487 ] a
Enter Time By Crew Select Labor Select Planned Labor New Row

The “Actuals” tab is populated with PO and PR line items from Costpoint once they are
associated with the work order # in the JLab Reguisition System - https://misportal.jlab.
org/regs/goHome.do.

At the bottom of the page are Labor, Materials, Services, and Tools tabs. We use the
Labor and Materials tabs to record labor hours and materials costs. Click on the "New Row”
button to create new line items on the applicable tab. For Labor, the Labor field requires
your username, fill in Memo with a labor description, and put in the labor hours. For
Materials, first select the “Material” type, then put in a vendor, purchase card type,
description, quantity, and unit cost.

The Actual Labor Cost and Actual Material Cost values are recorded along with the PO
Cost to provide the Total Cost of the work order. These fields are located just below the
“Purchase Requisition” section and above the “Children of Work Order ...” section.
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“Log” Tab in Maximo

Work Order Tracking ! Bulletins:(0)  GoTo [ Reports ™ StatCenter 2 Profile > SignOut ? Help

Query Find Work Order \a‘ ’ l‘ ‘::'; J ° E_u ‘ B U

Work Order Plans Actuals Log Reasons Assignments Senice Address Wap

Waork Order 178487 = Site | JLABSTE1 Stafus  APFR
Work Log Communication Log
I Fters 1014 /e 1-100f108 - Downbsd |
Record Clasg Created By Date Tipe Summary Viewable?
y 178487 » WORKORDEF WINSLOW 10319 10:40 AW CLIENTNOTE /- RESCHEDULE H
» 178487 » WORKORDER WINSLOW 10/31910:32 AM CLIENTNOTE & RESCHEDULE EI
y 178487 » WORKORDER WINSLOW 8/28119 232 PN CLIENTNOTE /- nexttest |
p 178487 » WORKORDER WINSLOW 11719 9:41 AM CLIENTNOTE 4 RESCHEDULE i}
y 178487 » WORKORDER WINSLOW 9718 2:43 P CLIENTNOTE RESCHEDULE o
)y 178487 » WORKORDER WINSLOW 718118 259 P CLIENTNOTE /- RESCHEDULE ¥
y 178487 » WORKORDER WINSLOW 22318 416 PK CLIENTNOTE 1 RESCHEDULE il
y 178487 » WORKORDER WINSLOW /EAT 11:11 AN CLIENTNOTE RESCHEDULE M
y 178487 » WORKORDER WINSLOW BMBMT 10:14 AN CLIENTNOTE 1 RESCHEDULE i
y 178487 » WORKORDER WINSLOW 1011916 142 PN CLIENTNOTE RESCHEDULE |

New Row

The “Log” tab allows you to record communications with the service requester and provide
status updates about the work progress, rescheduling, completion, deferral, or cancellation.
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Completing a Work Order in Maximo

Status Change
Icon

by evom e fowron w0 @ [0 o € v @i 000

Work Order Plans Actuals Log Reasons Assignments Service Address Map
‘Work Order | 178487 Penetration Leak Repair + Site | JLABSTE1 Status  APPR
Work Log Communication Log
| Fers 1oi¢ o1& 1-i0ofin  Downioad
Record Class Created By Date . Tipe Summarny Viewable?
» 178487 » WORKORDEF WINSLOW 101219 10:40 AM CLIENTNOTE RESCHEDULE [
p 178487 » WORKORDER WINSLOW 10/318 10:32 AM CLIENTNOTE & RESCHEDULE [
» 178487 » WORKORDER WINSLOY S28010 & silis [}
, 178487 » WORKORDER WINSLO i
y 178487 » WORKORDER WINSLOY =
y 178487 » WORKORDER WINSLOY o]
y 178487 » WORKORDER WINSLOY o}
y 173487 » WORKORDER WINSLOY Work Order | 178487 Penetration Leak Repair = =
y 178487 » WORKORDER WINSLOY Status  APPR Approved )
178487 v v )\
» » NORKORDER WINSLO! New Stalus © o]
Hew Row
Status Date™ 2/28/20 3:29 PM B

Print or Email Work Order Report when change status in background selected? !_|
Change work order status in back ground? ﬂ

Noification E-mail for Work Order Change Status ~ sippel@jlab.org

0K Cancel

Once the work is complete, click on the Status Change icon at the top on the light blue
bar to set the work order to "Complete” for PMs or “Field Work Complete” for all other
work types. Add a description of the status change in the Memo field. Then click on "OK”

@

to change the work order status. You can also click on the to complete it.

Actuals may still be added until the work order has been set to "Complete”. If changes are
needed after that, the work order will need to be reopened.

For completions, you will be asked if you want to close the service request as well. Select
“OK" only if all of the work for this task has been complete.
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